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This document provides faculty and staff of high school or postsecondary institutions with the following
information about the Parchment electronic transcript service.

An explanation of the e-Transcript Initiative and Parchment;
The benefits of the Parchment Service;

An overview of how the system works;

How to become a receiver and sender;

What services are available to staff;

Helpful tips and contact information;

Instructions on how to deliver transcripts electronically;
Information on the additional services available and

Tips for how to educate students and parents.

Michigan e-Transcript Initiative

The State of Michigan's Center for Educational Performance and Information (CEPI) has partnered with
Parchment to offer the Michigan e-Transcript Initiative. The State of Michigan provides this program to all public
and private/independent Michigan high schools and postsecondary institutions at no cost to either the students or
the schools. The FERPA-compliant (Family Educational Rights and Privacy Act) service allows a student or
alumni to send a transcript and other supporting admission documents from his/her high school or college to more
than 4,000 colleges and universities nationwide, as well as to third-party destinations.

Parchment

Parchment is the leading provider of educational records management services. Parchment manages the ordering,
processing and secure delivery of student records for K-12 and postsecondary institutions nationwide. Parchment
is headquartered in Scottsdale, Arizona, with representatives throughout the United States.

Benefits of the Parchment Service

Reduced staff time and material costs result in financial savings and allow staff to focus on other needs.

Electronic transcripts allow online tracking and delivery notification.

The request process is streamlined for both current and alumni students.

All Michigan public universities, community colleges and several independent colleges have signed up to

receive electronic transcripts through this service.

e Transcripts can be requested online 24 hours a day, seven days a week through the school's website, the
Michigan College Access Portal (MichiganCAP) or at Parchment.com.

e There is no charge to have transcripts sent to participating colleges in Michigan and partner states.

e Students are automatically notified when transcripts are processed and received, reducing the need to
contact the school.

e Transcripts are quickly delivered to Michigan and nationwide colleges and scholarship programs.

e Transcripts are processed electronically for your school for delivery to any destination nationwide.

e Comprehensive reporting is built into the system for all authorized administrators. Reports are available

for sent transcripts with a robust set of search criteria and export capability to Excel for further analysis.
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How the System Works

e Tosend a transcript, a student or alumni goes to the Michigan E-Transcript link on his/her school's
website or the Michigan College Access Portal (MichiganCAP), which directs him/her to Parchment's
system to complete a one-time five-minute registration and identify the desired transcript recipient(s).
Minors must have their parent or guardian complete the registration process on the student's behalf.

e The system promptly processes the order and notifies the sending school's administrator of the request via
email. The sending school's administrator retrieves the student's transcript from the school's student
information system and electronically "prints" it to the sender printer. This printer is a software download
that a school staff member installed on the school's computer, which processes transcripts. Parchment
then delivers the transcript to the receiving destination(s) in the acceptable format for the receiving
destination.

e The receiving destination is notified via email that a transcript is available for download (if an electronic
recipient). The receiving destination's administrator logs into the Parchment system and downloads the
transcript. If the receiving destination is not yet an electronic recipient, the transcript is delivered via U.S.
mail and instructions are provided for how to become an electronic recipient.

e The requester is notified via email every step of the way: 1) when his/her transcript request is received by
Parchment, 2) when the sending school's administrator process the request and 3) when the receiving
destination's administrator downloads the transcript.

How to Become a Receiver

1. Go to https://securetranscript.docufide.com/co. Provide information for primary and backup contacts
at your institution.

2. Choose the PDF format. Once registration is complete and validated by Parchment, you can go into
your account preferences and change your format and delivery methods to PESC XML, TS130 EDI
or SFTP/WSDL auto delivery.

3. Begin receiving transcripts electronically.

How to Become a Sender

For a postsecondary institution to become a sender of electronic transcripts:

1. Visit http://www.docufide.com/contact-us/senders and enter your contact information.

2. Parchment will then contact you and provide you with a service agreement and an Excel form.

3. Provide the necessary contact information on the Excel form and email it back to Parchment.

4. Review and sign the service agreement. Fax or mail it back to Parchment. Installation cannot begin
until Parchment has received the signed agreement.

For a high school to become a sender of electronic transcripts:

1. Go to http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html.

2. Click on the "High School Registration™ link.

3. Click on the "Begin Registration" link either for Districts (public schools) or Independent Schools
(private schools) and search for your school name.

4. Provide primary e-Transcript contact information.

5. Review and accept the Service Agreement.

Once the registration is complete, the software installation instructions are sent to the identified contacts. It is
simple and quick — like downloading a driver for a new printer. Parchment'’s training and promotional materials
are also provided. The entire installation and training process usually takes one hour or less. Once the software
has been installed on the computers that process the transcripts, the school's administrator uploads a file
containing multiple transcripts to Parchment's processing center to serve as test files. This is done to ensure that
all fields used in the school's transcript are included in the transcript template that Parchment creates for your
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school. Once the installation and test process are complete, a link to the service (provided by Parchment) is placed
on the school's website. The school is now considered "live™ and able to send electronic transcripts.

Services Available to Staff

Parchment offers an online staff training webinar. If additional training is desired, Parchment can schedule
individual training sessions based on the needs of your school. For more information on webinars and scheduling,
view the Staff Training Webinars link on the CEPI e-Transcript website at
http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html.

In addition to transcripts, the Parchment service enables staff members to send Electronic Secondary School
Reports (eSSR), also known as Guidance Counseling Pages. Once the student makes the online transcript request,
the eSSR notification is emailed to the staff member who is responsible for sending these admissions documents.
The Advanced Secure Transcript Training discusses how to use this feature.

The Reporting feature is also very beneficial to staff members. Staff members can import a variety of search
criteria to view the number of transcripts sent by a particular student, a date range, a recipient, the year of
graduation, etc. All results are in real-time and can be exported into Excel for further analysis. The Basic User
Training discusses how to use this feature.

Contact Information

Please visit the CEPI e-Transcript website at http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html for
more information on the initiative. If you have questions pertaining to the registration process and technical
support, contact Parchment via their customer support page at http://www.docufide.com/contact-us. If you have
guestions regarding the Michigan e-Transcript Initiative, please contact CEPI at CEPI@michigan.gov or call
(517) 335-0505, option 3.
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Delivering a Transcript Electronically

Once the transcript request made by the student/alumni is received by Parchment, an email message is sent to the
administrator at the school notifying the administrator that a transcript request is received, and asking the
administrator to:

e Tolog into his/her Docufide account to process the transcript and

e To send the transcript electronically to Parchment.

Step 1: Go to www.docufide.com and log into your Docufide account. This will take you to the home screen.

Step 2: If you have any items needing attention, they will appear in red boxes at the top of the home screen.

Step 3: Click on Approve Transcript Requests in the Quick links box.

J _ sclesforce.com -Enterpric x ¥ [1) Docufide: Education's Tru % ¥ || Docufide: Education's Tr. < Y, b Market Ready Collateral - x Y [ Video Links and Descriptic X V[P Pandora Internet Radio - | x_
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Welcome to Docufide

Thank you for choosing Docufide, the leading integrated solution for sending and receiving transcripts and credentials.

(]

This is your homepage. As you take actions on Docufide, the graphs and charts on this page will fill with analysis of the data you generate. Whenever you
come to the site, you can use this page to get a quick update.

When something needs your attention, a link will appear in the "ltems Needing Attention” below.

2 ltems Needing Attention Quick Links | 3 \
Approve Transcript Requests (4) roc Requests (1)
el o "
Search for Members I ofile

ministrators
Show Less

Mar

Transcript Volume by Delivery Method Past Year
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Manage Transcript Requests

When students place transcript requests through Parchment.com, you must process the transcript requests before
Parchment can fulfill them.

Step 1: To Access the Docufide Sender "To Do List," click on the Send tab in the header.
The Docufide Sender "To Do List" displays with the Current Requests tab displayed.
Note: An administrator must have Sender permissions to access the Docufide Sender "To Do List."

Step 2: To view individual destinations for a student, click the "View Destinations” link. The destination detail
displays for each destination, including Recipient Name and Delivery Method.

WELCOME PATTI PASSOW , LEXONGTON HIGH SCHOOL

docufide

by parchment
2 Hom| G Send = SR‘{ 1 lnre Preferences  Directory

TO DO LIST (4)

Approve Transcript Requests

The following students and slumni have placed transcript requests. Select the name link to view detailed information about the student/alumnus and the

Current Requests (4) Next Graling Period Requests (16) ¢ Requests On Hold (2) || All Requests (22)

ekt saausstiacidhe of the folloving sctions:

Approve Authorize Docufide to release the transcript
Hoid Defer processing the request. The student/alumnus will be informed of the delay via email.
Prepare Locally Confirm you will process the request from your office
Requests Per Page: [25 [v] ® MyRequests  All Requests

Name Class Of |StudentID |Date of Birth | Date Requested Actions
™ Approve all pending requests

Minnie Mouse 1 2 01/28/1978 | 04/25/2012 C Hoid
View 1 destination C Prepare Locally

AN J
Donaldbuck 2012 02011984 | 0/11/2012 Approve

)}

Tasmanian Devil 2013 01/02/1984 0112012 Approve

Hold

1]

Sylvester Cat 2013 0011974 | 1071872012 Approve
View 4 destinations Hold

Prepare Locally

Submit

B |ndicates that this student gradusted before electronic records sre svsilsble, and should be processed manuslly
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Step 3: To hide the destination information, click the "Hide Destinations™ link.

Diegnan, Rosemarie ‘ 2012 ‘ ST333 | 03/02/1992 | 10/30/2011
Hide destinations 3
._‘ s 5
1D# Recipient Delivery Method Date Requested | Actions
TWLANOMN Docufide Institute of Technology Electronic Delivery 1053052011 (=) Approve
~ Hold
) Prepare Locally
TWLANOJ Nationwide Insurance Electronic Delivery 1003002011 * Approve
2 Hold
) Prepare Locally

By clicking on the student's name, administrators can drill down to see more information on the student, view the
valid email address and see where the student is requesting a transcript to be sent.

uuLuIiuG ' S P
by parchment- eltransc ript
(& Home |2 Send |[3 SREx [£ Receive Preferences  Directory
T0 DO LIST (0)
Student Details

To return to the list of students, click "Back” below.

STUDENT INFORMATION
Student Name Email Address Class Of Birth date Student ID SSN (last 4 digits) Gender

¢ Name zh Name@test.com 2012 02/23/1994 2285 8]

The student requested documents to the following destinations:

TRANSCRIPT REQUESTS
Recipient Address Requestor Delivery Method Date Requested DID# Transcript
Type
Unofficial Self View - No Fee Student Electronic Delivery 11/16/2012 TO6XO0FF Current Transcript
United States
DOCUMENTS REQUESTS
Recipient ‘ Requestor Document Type Date Requested ‘ DID# I Status
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To process the transcript request, three options exist: 1) Approve, 2) Hold and 3) Prepare Locally.

1) Approve — You will process the request and send the transcript electronically to Parchment.

2) Hold - You are not able to send the transcript at this time for reasons such as the student owes library

fees or a grade is changing on the transcript. An email message will be sent automatically to the
student letting him/her know the transcript has been placed on hold.

3) Prepare Locally — You wish to send the paper transcript to the destination outside of the Parchment

service (e.g., when alumni transcripts are not available electronically).

Step 4: To approve the transcript request, click on the Approve radio button.

Requests Per Page: [25 [+] & My Requests © All Requests
Hame Class Of Student ID | Date of Birth | Date Requested Actions
™ Approve all pending requests
== 01/28187% | 044252012 T Hold
T Prepare Locally
= = 2013 020171904 Der1102012 T Approve
© Hoid
T 2013 01/02/1984 0172012
Minnie Mouse
DiD:# Recipient Delivery Method Date Requested  Actions
TRTZXRU Unofiicisl Self View - No Fee Electronic Delivery DE/11iz012 © Approve
"~ Hald
TRTZXIR Clemson University Electronic Delivery e 1iz012 ~ Approve
' Hald 4
~ Prepare Locally
TRTZXTU Uniwersity of South Caroling - Columbia Electronic Delivery De/f1/z012 © Approve
= Hold
 Prepare Locally
TRTZXUU Uniwersity of South Caroling - Lancaster Electronic Delivery DeM1/z012 = Approve
' Hald
 Prepare Locally
TRTZXYW Uniwversity of South Carolina - Spartanburg U5 Mail Der1iz012 = Approve
' Hold
= Prepare Locally
2013 0011974 10/11872012 © Approve
© Hoid

T Prepare Loeally

m
[4]
!
l&]
m
i
[

W |ndicates that this student graduated before electronic records are availsble, and should be processed manually.
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Step 5: After approving the request go into the school's student information system, select the transcript and
"print" it using your standard daily processing transcript method. The most common method is printing via the
Docufide printer. Go to your computer's Start Menu. Select Settings > Printer and Faxes. Select the Docufide
printer as seen below:

& Print

General | Optiohs

T

j Y jmy ”
s el FiEs  ERBOMN Shyvlus  EPSOR Skyvlus File Prink hp Laserlet
obo R20,.. Photo R20... FedEx Kinko's  1300PCLE W
o I'I_I >
Status:  Ready Ll:l_IF'rint to file
Location:
Cerrramt Find Printer...
Fage Range
O Mumber of copies: |1 &
Selection Current Page
() Pages: 1

Enter either a zingle page number ar a single

Collate @

= |

page range. For example, 5-12

Print

J |

Cancel ]

I
=]
=
=

If you are unsure of what your daily processing method is, contact Parchment at
http://www.docufide.com/contact-us/senders.
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Transcripts are delivered in a PDF, XML or EDI format, depending on the receiving destination's preference. The
administrator at the sending school does not need to worry about the format; Parchment handles those details.

PDF PESC/SIF XML, TS130 EDI

Prepared for: University of Texas - El Paso OFFICIAL TRANSCRIPT <2xml version="1.0" encoding="UTF-8" 2>
Docufide Transcript ID# PESCVLO1IVOE - < rn:Hi choolTranscri =
HSTrn:HighSchoolT p 0] To0] TZ2[001113 1221123456 TO31202T
Date Created 03/19/2007 i HE TR a0k . JG5|ED| 001113 |123456] 0312021534 | 000000001 | X| 004010
Student SSN: 9999 Xapn= M="Urn:org:pesc:rsr|130|000000004
xmins: AcRe: r:0rg:pescigean gglgg 000004 2003120211534 | PT
xmins: cor FNI0rg:pesc:colrer|sy|123456789
[Sigent Name STUDENT JANEC Enter Date: [Papilion-La Vista Sanior Figh xmins:xsi="http:/ / www.w3.qoli6| I%;gg%{z
[Siic= SoN 506599959 [Gra0e 12 Ceave Date [162€ Centenal Ria —
EE R & b e xsit chheLmaL‘ocatlon "urn:org palar| 1731123456
B s O e Transcript_v1.0.0013104152
joarzsitses leownear _ T Dat
X <TransmissionData> N2 |02 |MELISSA
: <DocumentID>R4YCVLOLTT{I 1310
<CreatedDateTime>2007-0: B é iﬁﬂ\ﬁm :
<DocumentTypeCode >R s u}yuj‘ml‘,:sl s
iSSil iqil ICRS|R|S|1.5|1.5]|25]|A] |u ID 53B| CAREER PLANNING
<TransmissionType>Originaj 2|\ 513.003.0[251B] [Ull[11]TH A]3]INTRODUCTION TO FIL
- <Source> 5e5[199506] | |2
- <Organization> B ﬁmég“%g
<CEEBACT>DOCUFIDE g;g ; g%g? }25 125 1AL [UIT] || 1ART|3AR2 | DRAWING
<OrganizationName >PAH]sum| 5| u N}1 ,ol 13.0
[suM|s|u|y|19.0] [19.0
<CCD>8175270014784C0s|R|513.0]3.0125]C| |U]| ||| |ANTE| 2] CULTURAL ANTHROPOLO
- <Contacts> ICRSIRIS[3.0[3.0]251B] [UIT]]]]]CG|9ABR2 | PHOTOGRAPHY
<Add ICRS[R|S[3.0]3.0]25|wl|U[] ||| |MATE|D| PLANE TRIGONOMETRY
- rass> ICRSIRIS[1.0]1.0]25]6] [UIT]]]]|PE|17R4|PHYSICAL CONDITIONI
<AddressLine>402 HCRS|RI513.0(3.0[2518] [UlT||[]ITH Al 5RZ|ACTING FUNDAMENTALS
2 Ses[199709] |12
<AddressLine sjulN|12.0][12.0
[sum|s|uly|31.0]|31.0
<City >PAPILLION <)o 21513, 0[3.0[25]C| [U] ||| |]COMM|1| INTRO PUBLIC SPEAKT
<StateProvinceCodecrs|R|S|5.0]5.0]25[A[ [ul|]]]|FREN|1| ELEMENTARY FRENCH
ICRS|R|S|3.0[3.0[25|C| U] ||]|]|[|14ATH|15|STATISTICS
<PostalCode>6804€crs|r|5]1.0(1.0[25|Al |UlT||||[PE|12R4|BEG TENNIS
</Address> SEalieBasl iz oo 5
SUM|S|ulN . .
el ERsl 71516 31073 1321 he 112 1 11 Islastra1c 1
|SRS|R|S|O. . NC|ulT G LR2|CG INST LAB
<AreaCityCode>402lcesr|5(3.0(3.0|25 8] (11| s lasez [vxomasemooicrzon
<PhoneNumber>898|CRS|R|5|3.0]3.0[25[8] [U] | ||| |COMM|19| INTERCULTURAL C¢
CRSIRIS|3.0]3.0]25]B] [Ul||]]|HIST|7BlU.S. HIST 1877 pn:s
</Phone > ICRS[RS 3.? f.o 2518l [ul [ []]]POLS|T|AMERICN POLITICAL I
Ses[199806] | |2
</Contacts> [sum|s|uIN|3.0]]3.0
</Organization> sum|s|u ;\g‘eésé}gﬁlsll it i
IcRS | R[5]3.0]3. wllu ECON|1A| PRIN OF MACROECONOM
</Source> s Lossool |2
= inati [sum[5[UN[13.0]|13.0
<Destination > sum|s|0]Y[59. 5] [59.5
- <Organization> IcRS|R|S[3.0]3.0]25|C||ul||]|]|BIOL|1|GENERAL BIOLOGY
[CRsIRIS[1.0]1.0]25]6] [Ul|]]]]BIOL TILAB|GEN BIOL LAB
<FICE>°03553</FICE>. ICRS|R[5[3.0]3.0|25(8[ U] | ][] |ECON|1A[PRIN OF MACRGECONOM
<OrganizationName >Uni|cRS|R[S]3.0]3.0]25]w| Jul | || | |ENGL|25|LITERATURE AND FILM
</0rganizatlon> 222 ; g 36? fZO 25|wl [ul | []]|PHIL|6A|INTRO TO PHILOSOPHY
Page 10of 1 5 s SuM|S|U|N|9.0]|9.0
Secure Transcript /;/Destupat_son;t sun || U v\a:‘s.swaslsll el
</TransmissionData> [ces|Rlsta:03.0l251a FTVI134 | INTRO To SCREEMWRITING
i 10 oficll whn 1 dowioaded diocy fomthe Docuid com webet. To vary hat he lanacript wes dotversd o
rmnacript "”I : — el you by . SStudants lcRS[R[5[3.0]3.0]25[A V[230| INTRO TC CINEMATOGRAPHY

This completes the transcript delivery process. For more detailed information, including the student request
process and the steps performed by the administrator at the receiving destination to complete the transcript
exchange, view the CEPI website at: http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html.
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Additional Included Service Features

For information on the additional features of the Parchment service, please inquire about how to register for an
online training webinar provided by Parchment at http://www.docufide.com/contact-us/senders.

Request Transcripts

High school, college and university administrators can request mid-year or final transcripts on an applicant's
behalf. High school administrators can also request transfer transcripts from any other participating Michigan high
school.

. el https./qolb docufide.com) member EEEETEI i « &
e e e e e & & M-RQ-1A - Doc.. X
% % HR Passport - Your Online .. & HS Approve Transcript Re.. &1 Docufide Education's Trust.. [=3 Bing 7 ZiHome v E) ~ = Read mail W Print * Page~ Safety Tools™ @ Help v
SYSVARS LOGIN  SHOW XML -
FOR DEVELOPMENT PURPOSE ONLY. SHOULD REWOVE O BRODUCTION PAGE: MHAG 1AScr_member_beg et )

WELCOME PATTI PA

* Cobrand logo

docufide

by parchment

&} Home I3 Send [£ Receive Preferences  Directory

Request Transcripts
Please choose to send or receive a transcript.

Administrators at the school a student attends, or an institution the student is transferring or applying to, may request transcripts on that student's behalf. To send
or receive a student's transcript, select an option below. Students will be notified by email of all transcript requests made on their behalf.

Send a Transcript Receive a Transcript
To request a transcript to be sent from your school, begin by selecting To request a transcript for a student who is applying, enrolling, or
the student. transferring to , begin by selecting the school the student attends (or
attended)
Continue to Select Student Continue to Select School

H1s0% -

Electronic Secondary School Reports

Each registered college or university can create an Electronic Secondary School Report (eSSR) online. eSSR
requests are initiated when students request transcripts. You can log into your Parchment account and access the
online To-Do List for the eSSR requests. You complete the report online.

. ~ electronic Secondary Schoo | Report
ocuriae [School Nam]
icant Information eSSR Completed By
Stacent Name TLast), (Frsq W] e e et Name]
State Stugent 1D = Tse: Tme)
_ DO SR IS Phoe Humber F0S FON-FONG 5 W
Social Securty & - Fax Number (R BEE-REE
Customize eSSR [Email Adaress (Emall 3dcoress) [Email Agdress [Emal Adoess)
Select from the following available fields to build a customized format for all seco |Date Of Bt Rl [/ WO Ik 3 prcne Cat 10 discuss s appiicant
fGencer School Inf
Include | Category/Field Name E Fhone (W) - Sehodl Name SoNe0 NaTe!
Studert Information P Agaress [Street aocress] Acdrest ADITEss LG 1)
Student name E [CRY]. [ST] mewws-mwon AQIress LIng 2)
Date of Birth ThiS $2U36NE NAS WANET e NGNL 10 view 1is document Gy, (7] P
2yl £
Gendat €SSR Information County [County Name]
Email Address St eSSR 10w CEEBVACT Coce: ———
Docufide Student ID Number D Application/Jackel 10 Serod Type TR
¥ | Social Security # Ly €5SR Prepared on. Cr ] Sehool oon Socredned
Address NUTIDG Of ages: 4 Distict Name [Dsinct Name]
Phone Number - d
Student FERPA Waiver W
- Current Year Courses
Current Courses sty
| First semester | [ Second semester |
Course Name R
Coyse Name ey . Va [ T2 Leyel Ve
Course level Rd
Course Value Repeated for8 courses, to 2 semesters/3 trimesters
[ | piploma Type Information about diploma student is to receive
[J | Receive Diploma Will student receive a high school diploma
[ | Honors Diploma Is student pursuing a state academic diploma
[ | piptoma Type Type of diploma student is expected to receive
[1 ! pinloma Tune - Other Exnlanation w
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Process Document Requests

The following document requests are awaiting action. Select a student’'s name to view detailed document reguest information, including transcript requests.

For colleges registered to rec SRs. select Complete eSSR for a student to complete and submit the online Secondary School Report for that student. To
cancel an eSSR request, sele Delete link next to the college; the college will be informed that the @SSR will not be completed online. Search for students

that have placed a transcript r t to add an eSSR request for a student, or prepare an eSSR for a student whose transcript was not requested through Secure
Transcript.

All Requests Guidance Report Requests Letter of Recommendation Requests School Profile Requests

For each document request select the appropriate action to create a printable checklist to complete the requests:
Upload Document To uplead the document using the Docufide Web Upload.

Prepare Locally To confirm you will process the request manually from your office.
Cancel To cancel the request.
Student Class Transcript Document College Date Action
Of Type Reguested
2017 Pending e3SR ide Institute of 0202312011
Upload

Submit

Directory

School contact information and profiles are available online for all participating colleges and high schools.

://qalb.docufide.com/member

G € e | SsPoaiidesfidueatyl - Docufide: tcu.. * gl

» g

4  HR Passport - Your Online ... &J|HS Approve Transcript Re.. & Docufide Education’s Trust... [=) Bing i Home ~ B ~ [ Read mail M Print ¥ Page™ Safepd¥ Tools¥ @ Help =

it Home [ Send [£ Receive Preferences | Directory

Search for a College or University

To view contact information and school profiles for schools and colleges in the Docufide network, click the appropriate tab to search for high schools or
colleges/universities. You can search by institution name, city, and/or state.

ools Colleges & Universities

Name City State/Province Country
Michigan x United States =

Search

1051 records match your selected search criteria. Click the "School Name" link to view the school profile. If the name is not a link, the school is not participating in
a Docufide service and you cannot view the school profile

Name City State/Province Country
LA Michigan United States
LA Michigan United States
Adrian Michigan United States
LA Michigan United States
LA Michigan United States
LA Michigan United States
LA Michiaan United States -

*150% ~
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Reports

Real-time reports are available for sent or received transcripts, with results exportable to Excel for further data
analysis.

5 P HR Passport - Your Online .. &) HS_Approve Transcript Re... & Docufide Education's Trust... [= Bing * Kitome v~ B = I Read mail % Print ~ Page¥ Safety ¥ Tools™ @ Help ¥ 7
docufide T
by parchment
2 Home |[3 Send [ Receive Preferences  Directory
Documents Sent
Use any combination of the fields below to search for a particular student, document type, or range of documents.
Student First Name Date Requested d to =
Student Last Name Date Approved ) ] 7 |
Receiver Date Delivered d tw e |
DID# Document Status =
Class Of [=] Document Type =]
[+ Use fast queries
Cear All Search
DID# Student Name Class Of Date Approved Receiver
Document Type Document Information Date Requested Date Delivered Document Status

Done

*150% ~

For example, importing the search criteria for how many transcripts you have processed from 11/01/2012 to
12/07/2012 will provide the results in the screen below:

Uuvediiuwvw i
by parchment- ltran ript
&t Home [ Send [3 sREx [£ Receive Preferences Directory

REPORT

Documents Sent

Use any combination of the fields below to search for a particular student, document type, or range of documents.
To request an eSSR for a student, check the "View only students that placed transcript requests without associated eSSR requests™ checkbox.

Student First Name [ | Date Requested  [11/01/2012 | = to [12/07/2012 | B
Student Last Name | | Date Approved | ‘ i T | ‘ ez |
Receiver | | Date Delivered | \ = to | \ &=
DID# | | Document Status | [~]

Class Of l:EI Document Type ‘ El

[] View only students that placed transcript requests without associated eSSR requests

231 records match your selected search criteria. Click a column heading to re-sort the results.

DID# Student Name Class Of Date Receiver
Document Type | Document Information Date Approved Document Status
Requested Date
Delivered
1 Kitty Kat ‘Student) 2012 1116/2012 Unofficial Self View - No Fee
11/116/2012 Complete: Delivered to Parchment
2 2012 1116/2012 Midlands Technical College
Ducky Duck ! =
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Educating Students and Parents
Resources from Parchment

e School staff members can contact Parchment for the following documents:
1) Set-Up Guide
2) Student and Administrative User Guides
3) Frequently Asked Questions (FAQS)
4) Marketing Materials
e Online training sessions are available for staff members depending on their level of involvement with the
service.
e Additional training is available for staff upon request.
e Ongoing account management and customer service is provided by Parchment staff, who are available to
answer administrator and student/parent questions.

Suggested Promotion

e Add the Michigan E-Transcript link to the school's website in multiple places such as the home page, the
guidance counseling page, the student page and the alumni page.

o Distribute student flyers containing information on the Parchment e-transcript service at open houses,
senior night and college information sessions.

e Update the student handbook to include information on the Parchment e-Transcript service.

e Send a letter to all staff at the school and parents announcing the Parchment e-Transcript service.

e Use regular school communications such as the school newspaper, newsletters and emails to promote the
Parchment e-Transcript service.

Best Practices

e Have students complete the 5-minute online account registration early in the school year as an
introduction to the Parchment e-Transcript service. This will enable you to use the Docufide by
Parchment service to process high school to high school transcript transfers.

¢ Remind students to complete the online registration using their full name as it appears on the transcript. If
they do not know this information, look this up for them.

e Encourage access to the Parchment e-Transcript service at the school by providing computer access in the
school's office for students to use when requesting a transcript. Post notices in the computer lab and
during computer courses, and have registration kiosks at open houses.

e Encourage students to use the Parchment e-Transcript service to eliminate walk-up or paper transcript
requests.

e Use the administrative reporting feature built into the Parchment service to view usage and the impact e-
Transcripts have at your school.

e Show students and parents where additional information is located on the CEPI website
(http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html) such as a Frequently Asked Questions
(FAQ) document, the Michigan school registration status report and a presentation on how to use the
Parchment service.

e Show students, alumni and parents where the Welcome Screen is located when they log into their
Parchment account. Let them know that your school may post messages for them on this screen.

¢ Inform students, alumni and parents as to the fees associated with certain transcript requests and how your
school wants them to handle these.

e Encourage students to use the Application ID import function. Colleges and universities highly
recommend that students import this ID if known.

Guide for School Staff — Deliver Transcripts Page 13 of 13


http://www.michigan.gov/cepi/0,1607,7-113-54112---,00.html

